
Who Should Apply 
7KLV�FHUWLILFDWLRQ�SURJUDP�LV�GHVLJQHG�WR�SURYLGH�D�EDVLF�
IRXQGDWLRQ�IRU�FLW\-FRXQW\�HPSOR\HHV�ZKR�KDYH�UHFHQWO\�
HQWHUHG�WKH�VXSSRUW�VWDII�FDUHHU�ILHOG�ZKLFK�PD\�LQFOXGH�SR�
VLWLRQV�VXFK�DV�$GPLQLVWUDWLYH�6XSSRUW�$VVRFLDWH��$GPLQLV�
WUDWLYH�6XSSRUW�6SHFLDOLVW��$FFRXQW�&OHUN��DQG�&XVWRPHU�
6HUYLFH�&OHUN� 
 

Requirements 
· 1R�FRVW� 
· ���PRQWK�FRPPLWPHQW� 
· 3DUWLFLSDWH�LQ�KRPHZRUN�DQG�RXWVLGH�SURMHFWV� 
· &RPSOHWH���FODVVHV�WRWDOLQJ����KRXUV��&ODVVURRP�WUDLQ�

LQJ�ODVWV�QR�PRUH�WKDQ���KRXUV�SHU�VHVVLRQ�� 
· &RPSOHWH�DSSUR[LPDWHO\����KRXUV�RI�FRPSXWHU�WUDLQLQJ��

'DWHV�DQG�WLPHV�DUH�DW�WKH�GLVFUHWLRQ�RI�WKH�SDUWLFLSDQW� 
· 0HHW�ZLWK�SHHU�JURXS�DW�OHDVW�RQH�KRXU�IRU���PHHWLQJV� 
· &RPSOHWH�MRXUQDO�HQWULHV��WZR�TXHVWLRQV�DQG�WZR�DFWLYL�

WLHV��HDFK�PRQWK� 
· 6XSHUYLVRU�VXSSRUW� 
 

Applications 
$SSOLFDWLRQV�IRU�WKH�SURJUDP�DUH�DYDLODEOH�DW�
ZZZ�PRQWJRPHU\SHUVRQQHO�FRP�XQGHU�WKH�(PSOR\HH�
7UDLQLQJ�OLQN�DQG�PXVW�EH�VXEPLWWHG�QR�ODWHU�WKDQ�$SULO�����
����� 
 

Questions 
,I�\RX�KDYH�TXHVWLRQV��SOHDVH�FRQWDFW�&DPL�+DFNHU�DW�
FKDFNHU#PRQWJRPHU\DO�JRY� 

Admin Support 

Level 1 
Certification Program 



YOU! the journey 
7KLV� WKUHH� KRXU� FRXUVH� ZLOO� OHDG� \RX� LQ� SODQQLQJ� \RXU�
FDUHHU�MRXUQH\��7KH�FODVV�LQFOXGHV�VHOI�HYDOXDWLRQ�RI�\RXU�
VWUHQJWKV��SHUVRQDOLW\��LQWHUHVWV��YDOXHV��DQG�PRUH�WR�KHOS�
\RX� � VHW� JRDOV� IRU� \RXU� GHYHORSPHQW�� ,Q� DGGLWLRQ�� \RX¶OO�
UHFHLYH�VSHFLILF� LGHDV� IRU�KRZ� WR�GHYHORS�QHZ�VNLOOV�DQG�
UHILQH� H[LVWLQJ� VNLOOV�� )LQDOO\�� ZH� ZLOO� GLVFXVV� ZD\V� WR�
HYDOXDWH�\RXU�SURJUHVV�LQ�ZRUNLQJ�WRZDUGV�\RXU�JRDOV� 

7KLV�LV�D�RQH-WLPH�WKUHH�KRXU�FODVV�� 

Create a GREAT Day 
Organizing Your Time, Tasks, and Resources 
7KLV�FRXUVH� LV�DOO�DERXW�RUJDQL]LQJ�\RXU�ZRUN� OLIH�WR�FUDIW�
DQG�FUHDWH�WKH�EHVW�GD\�SRVVLEOH��:H¶OO�FRYHU�WRSLFV�WKDW�
LQFOXGH�WKH�IROORZLQJ� 

· 2UJDQL]LQJ� \RXU� ILOHV�� \RXU� GHVN�� DQG� \RXU�
HOHFWURQLF�GRFXPHQWV 

· 0DQDJLQJ�\RXU�WLPH 
· :RUNLQJ�DURXQG�D�ODFN�RI�UHVRXUFHV 
· *HWWLQJ�WKLQJV�GRQH�LQ�VSLWH�RI�RWKHUV�DQG�\RXUVHOI 

7KLV�FRXUVH�KDV�WZR�SDUWV�WRWDOLQJ�ILYH�FODVVURRP�KRXUV��� 

Computer Skills
$V� SDUW� RI� WKH� SURJUDP�� \RX�ZLOO� FRPSOHWH� DSSUR[LPDWHO\� ��� KRXUV� RI� FRPSXWHU� WUDLQLQJ��:RUG� ����� ,QWURGXFWLRQ�� ([FHO� �����
,QWURGXFWLRQ��DQG�2XWORRN������,QWURGXFWLRQ��<RX�ZLOO�EH�DEOH�WR�VHOI
WUDLQLQJ��<RX�ZLOO�UHFHLYH�IXUWKHU�LQIRUPDWLRQ�RQFH�DFFHSWHG�LQWR�WKH�FHUWLILFDWLRQ�SURJUDP�

Computer Skills 
$V� SDUW� RI� WKH� SURJUDP�� \RX�ZLOO� FRPSOHWH� DSSUR[LPDWHO\� ��� KRXUV� RI� FRPSXWHU� WUDLQLQJ��:RUG� ����� ,QWURGXFWLRQ�� ([FHO� �����
,QWURGXFWLRQ��DQG�2XWORRN������,QWURGXFWLRQ��<RX�ZLOO�EH�DEOH�WR�VHOI-VFKHGXOH�WLPH�LQ�WKH�3HUVRQQHO�FRPSXWHU�ODE�WR�FRPSOHWH�WKLV�
WUDLQLQJ��<RX�ZLOO�UHFHLYH�IXUWKHU�LQIRUPDWLRQ�RQFH�DFFHSWHG�LQWR�WKH�FHUWLILFDWLRQ�SURJUDP� 

Turn a Mess into a Message 
7KLV�FRXUVH�LV�DERXW�HIIHFWLYHO\�FRPPXQLFDWLQJ� �(IIHFWLYH�
FRPPXQLFDWLRQV� VNLOOV� DUH� D� NH\� FRPSRQHQW� WR� D�
VXFFHVVIXO� FDUHHU� �:H�ZLOO� FRYHU� WRSLFV� WKDW� LQFOXGH� WKH�
IROORZLQJ� 

· :ULWWHQ� FRPPXQLFDWLRQ�VNLOOV 
· 2UDO�FRPPXQLFDWLRQ�VNLOOV 
· %RG\�ODQJXDJH�DQG�LWV�HIIHFW�RQ�FRPPXQLFDWLRQ 
· )RUPDO�DQG�LQIRUPDO�FRPPXQLFDWLRQV 

7KLV�FRXUVH�KDV�WZR�SDUWV�WRWDOLQJ�ILYH�FODVVURRP�KRXUV�� 

At Your Service 
7KLV� FRXUVH� LV� DERXW� DSSURDFKLQJ� \RXU� GDLO\� ZRUN� IURP�
WKH� SHUVSHFWLYH� RI� ³SURYLGLQJ� VHUYLFH´� � :H¶OO� ZRUN�
WRJHWKHU� WR� LGHQWLI\� ZKR� \RXU� ³FXVWRPHUV´� DUH� �6SRLOHU�
$OHUW� � %RVVHV� DQG� FR-ZRUNHUV� DUH� FXVWRPHUV� WRR��� DQG�
KRZ� \RXU� DWWLWXGHV� DQG� SHUFHSWLRQV� FDQ� GLUHFW� WKH�
FXVWRPHU� VHUYLFH� H[SHULHQFH� �:H¶OO� H[SORUH� KRZ�TXDOLW\�
VHUYLFH� GRHVQ¶W� DOZD\V� JXDUDQWHH� VDWLVIDFWLRQ� DQG� ZK\�
WKDW¶V�RND\� �:H¶OO�GLVFXVV�SHUVRQDO�FRGHV�RI�VHUYLFH�DQG�
\RX¶OO�EHJLQ�WKH�SURFHVV�RI�FUDIWLQJ�\RXU�RZQ� �:H¶OO�HYHQ�
GLVFXVV�SUDFWLFDO�DQG�SUDFWLFDEOH�WHFKQLTXHV�IRU�KDQGOLQJ�
WR[LF�VLWXDWLRQV�� 

7KLV�FRXUVH�KDV�WZR�SDUWV�WRWDOLQJ�ILYH�FODVVURRP�KRXUV�� 


